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DUTIES AND DIRECTIVES BOOKLET 
This booklet is to serve as a guide for newly elected officers of the 
" ALBERTA WOMEN'S INSTITUTES". 
It was an A.W.I. Project completed in 1975, and was compiled by the Executive, 
updated by the Provincial President, Mrs. Kaye Rowbottom, 1982. 
Thanks to the following who contributed the material contained herein: 
Mrs. J.T. Morrisroe, Provincial President 1973 - 1975 
Mrs. M. Ballhorn, Provincial 1st Vice President 
Mrs. H. Lefsrud, Provincial 2nd Vice President 
Mrs. G. McMillan, Provincial Secretary-Treasurer 1965 - 1975 
Mrs. K. Rowbottom, Provincial President 1981 - 1984 
The Executive acknowledges with appreciation the suggestions received from 
the Directors, Constituency Conveners and the Educational Conveners, as well 
as material in the files. 
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Alberta Women's Institutes aim as an organization is dedicated to the 
education of the Homemaker, both rural and urban. 
To: Serve Home & Country by working together to improve social conditions 
within the community, province, nationally and internationally. A.W.I, 
being affiliated with Federated Women's Institutes of Canada, and 
World wide with Associated Country Women of the World. 
To: Welcome new citizens to their communities and encourage women to further 
their homemaking skills pertaining to all aspects of Family Living. 
To: Accommodate these aims, A.W.I, has set up Educational Convenerships, 
to distribute learning materials and to report back to the organization 
the results of such learning. Education convenerships include the study 
of Agriculture, Canadian Industries, Citizenship & Legislation, 
Education and Cultural Activities, Handicraft, Home Economics and Health, 
Environment Conservation, International Affairs, Social Services. 
Alberta Women's Institute is strictly non - partisan, non - sectarian, 
and non - racial in every aspect of its work. 
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PRESIDENT OF "ALBERTA WOMEN'S INSTITUTES" 
Should have a thorough understanding of the A.W.I. Constitution and By-Laws. 
Should be knowledgeable re: the rules of order; re: conducting a meeting in a 
business like manner. 
Presides at all Executive, Council and Provincial meetings. It is her duty to 
see that the meeting proceeds smoothly, that the agenda and program is completed 
and decisions are what the majority of the members desire. 
Shall appoint all Educational Conveners and the Supervisor of Girls' Clubs subject 
to the approval of the Council. 
Shall have general supervision over the administration of the A.W.I. Signs 
approval of expenses. 
The President is elected at the Provincial convention and holds office for one 
three year term. 
She is ex-officio, a member of all committees. 
Attends and speaks on Institute business and projects at District and Constituency 
Conferences. It is desirable for the President to attend all Conferences during 
her three year term. If invited and unable to attend, then, the President may 
delegate the first or second vice-president to attend. However, to avoid conflicting 
dates with other commitments, it is desirable that the District Directors and the 
Constituency Conveners set tentative dates for conferences and if the President 
plans to attend, then, a final date should be arranged to suit all concerned. 
A.C.W.W. 
(a) The President is the official representative of the Provincial unit to A.C.W.W. 
Council and A.C.W.W. Conference. 
(b) Her way is paid from Provincial funds along with a government grant (once every 
three years) to assist with expenses. The application for the grant should be 
made at least six months prior to the A.C.W.W. Conference. 
(c) She has a vote as Council member of A.C.W.W. 
(d) Deals with all correspondence directed to her from A.C.W.W. 
(e) Keeps A.W.I. Council and members informed re: A.C.W.W. business, projects etc. 
(f) Executive decides which A.C.W.W. nominees to support and will decide which 
A.W.I, delegates will carry the vote. 
F.W.I.C. 
(a) The President is the official representative of A.W.I.and is the Senior Board 
member on the Federated Board. 
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(b) Her expenses to Board meetings and Federated Conventions are paid by Federated. 
(Board meetings are held once a year except in Convention year and then they 
are held prior to Convention wherever it is being held). 
(c) Has a vote as the Provincial President at Board meetings and Conventions. 
(d) Deals with all correspondence directed to her from Federated. 
(e) Keeps A.W.I. Council members informed re: F.W.I.C. business and projects. 
(f) Encourages members to participate in Federated Competitions. 
(g) Executive or Council decides nominees for Federated Executive, also the 
delegates who will carry the votes allotted each Provincial unit. 
Attends special functions and accepts awards on behalf of A.W.I.Attends 25th, 
50th and 60th Institute anniversaries, if invited, and on behalf of A.W.I, presents 
a scroll in recognition of service for "Home and Country". 
Represents A.W.I, at special meetings pertaining to Institute interests, e.g. 
Education, Status of Women, Agriculture etc. or delegates someone to attend. 
Receives honorarium of $500.00 annually. 
A.W.I, is responsible for President's expenses incurred re: postage, telephone, 
attendance at executive meetings, provincial conventions, also representations 
and affiliations meetings. 
Presents $75.00 scholarships to each of the three Agriculture Colleges at their 
graduation ceremonies to award winning atudents. If unable to present award, then 
delegates a Convener in the area to make the presentation. 
Attend A.W.I. Girls' Club Convention at Olds in July or delegate a member of the 
Council to attend and assist whenever possible. 
Co-operate with Department of Extension (also District Home Economists) if 
requested to assist in any way. It is of benefit to A.W.I, to establish good 
communications and friendly relations with both departments. Advise Constituency 
Conveners to request judges for handicraft well ahead of time. 
Call executive meetings at regular intervals to deal with correspondence and other 
Institute business, planning Provincial Convention and workshops held in conjunction 
with the annual Council meeting. 
Assist the District Director to arrange and set suitable dates for the District 
Conferences so prior commitments of the President will not conflict. 
If the President should hear of a Branch considering disbanding, she should write 
to the Branch and encourage them to continue, if possible, visit personally. 
Represent A.W.I, at "Affiliations and Representations" or delegate either a member 
of Council or an Education Convener to attend. Insist that the representative submit 
a report of each meeting attended. 
Assist in organizing new Branches wherever possible. 
(a) Prepare President's written contributions for the four issues of Home and 
Country and have them in by the deadline dates. 
(b) See that announcements and news items of interest to all members are sent in 
for publication. 
(c) Send in newsworthy items or write ups of special projects or accomplishments 
of A.W.I, to the Federated News. 
Prepare written reports of activities, accomplishments, visitations and representations 
etc. for: 
(a) January Council meeting. 
(b) Convention Report Book. 
Prepare a condensed report of the A.C.W.W. Conference for the Report Book. 
The President be responsible for all correspondence directed to her. For any 
correspondence related to Executive decisions and opinions it is wise to keep a 
copy of same and forward copies to the Executive. 
Publicize A.W.I, projects, accomplishments and activities whenever possible. 
The President must be knowledgeable re: A.W.I, finances, investments and income. 
Estimated expenditures to include annual commitments and be in charge of 
administration of same. 
All cheques must be signed by her and the Secretary Treasurer. In lieu of the 
President's signature, the Vice President may sign. 
PRESIDENT'S AND SECRETARY'S REPORTS 
About six months prior to F.W.I.C. and A.C.W.W. Conventions compile a report of 
A.W.I.'s membership, activities, projects and mail to F.W.I.C. and A.C.W.W. 
Secretaries. (Usually they notify you requesting report and give guidelines). 
Also prior to A.C.W.W. Convention send a similar report to the Area Vice President 
who needs the information to include in her report to A.C.W.W. 
Each Province is expected to pay $25.00 annually to the Area Vice President to 
assist with her expenses. 
A.W.I. President takes with her, or mails, if requested, to F.W.I.C. and A.C.W.W. 
a Credentials List of names and offices held of the voting delegates. The Credentials 
List must be duly signed by the A.W.I. President and the Secretary. 
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Compile an outline of A.W.I, aims, objectives and achievements, as well as 
names and addresses of Executive Officers and Council to be included in the 
Directories published by REDA and the Women's Bureau and any others requesting 
the same. This is good free publicity for A.W.I. 
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FIRST VICE PRESIDENT - PROVINCIAL 
To perform the duties of the President in her absence or to act on her behalf 
when she reauests. 
Attend all executive meetings. 
Attend yearly Council meeting. 
Act as recording secretary at executive meetings if so requested. 
Act as Junior representative on the Board of Directors of the Federated Women's 
Institutes of Canada if requested. 
To be responsible for receiving and tabulating of the monthly reports from the 
branches. Also for answering inquiries if possible and directing same to the 
attention of the President. 
To act as Alberta Women's Institute representative on any organization with which 
we are affiliated and upon which you have been requested to act by the President. 
To be responsible for quarterly reports to the Home and Country. To include in this 
report items of interest pertaining to Federated Women's Institute work. 
To assist the President, whenever requested to, in planning workshops, conventions etc 
Must be available to attend District Conferences and Constituency Conferences as 
official representative when requested to do so by the President. 
To endeavour to learn as much as possible about how the organization functions. 
Make a report of work done for the January Council meeting and the Report Book. 
SECOND VICE PRESIDENT - PROVINCIAL 
Shall perform the duties of the President when requested to do so or when the 
President and First Vice President are unable to attend. 
Shall assist the President and perform any duties assigned her. 
Should be well acquainted with the Constitution and the Bylaws of the Alberta 
Women's Institutes. 
Should understand and believe in the aims and objectives of A.W.I. 
If she is assigned a chairmanship of a special committee, she should develop 
dependable leadership in preparation for higher office. 
Knowledge of basic parliamentary practice is essential. 
Act as recording secretary as required. 
Attend all executive meetings. 
Attend annual Council meetings. 
Prepare quarterly reports for Home and Country and submit same to meet the deadline 
dates of July 10th, October 10th, January 10th and April 10th. 
Make reports of work done for annual Council meeting and for the Report Book. 
Public Relations Officer for A.W.I. 
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DUTIES OF DISTRICT DIRECTORS 
The Director has general supervision of the Institute work in her District. 
She is a vice-president, sometimes given special duties - historian, workshops, 
parliamentarian, publicity, education, membership, etc. 
She should become thoroughly acquainted with the A.W.I. Constitution, Bylaws and 
duties of her office. 
She promotes Institute aims and objectives. 
She arranges a District Conference when such is desired. Plans date of the Conference, 
the program with consultation of the Provincial President. Presides at same. 
The Conference should be planned around W.I. work. Time should be allowed for the 
Executive member on the program. This is also the time when the Constituency 
Conveners report on their Constituency work. 
She holds in trust a District fund made up by each Branch contributing a specified sum 
Gives a report of these at the District Conference. 
She carries on all correspondence for the District. Appoints a Secretary Pro tem to 
take the minutes of the Conference and record them in a book for that purpose. 
She is Custodian of the Minute Book, monies and other articles belonging to the Distri 
She should have lists of all Branches and Branch Secretaries. 
The Director should have a map of the District showing approximate position of each 
Branch. 
The Director should attend all Council meetings and make a full report of the 
activities within her District. 
She makes a report of Institute activities in her District for the Provincial 
Convention, also prepares a report for the Report Book. 
She gives to the Provincial Education Convener a list of the Constituency Education 
Conveners in each field. 
She submits quarterly reports to Home and Country by deadline dates. 
The Director should keep in close touch with Constituency Conveners and assist them 
in all W.I. work, especially in organizing Branches. 
The Director, if requested, helps, plans and attends Constituency Conferences in her 
District. 
The Director should be prepared to take over the elections of Officers at Constituency 
Conferences. 
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18. The Director speaks at Constituency Conferences as an A.W.I. Senior officer. She 
should speak on A.W.I, work. 
After the Constituency Conference, the Director should compile three reports of the 
Conference. One report along with an evaluation and how work can be improved is sent 
to the Provincial President. One report is sent to the Provincial Office and one is 
kept in the Director's files. These to be sent as quickly as possible. Report forms 
are available from Provincial Office. 
20. The Director should keep and have ready to turn over to her successor the following: 
(a) records of the activities of the Branches as gleaned from the monthly report 
sheets. 
(b) records of the Constituency Conferences containing lists of the Constituency 
Conveners and Educational Conveners with addresses, and also when possible, the 
dates when these people were elected, rates of Constituency dues and where the 
next Conference will be held. 
(c) correspondence vital to the work of the District. 
(d) audited statement of District funds, and be ready to hand to het successor all 
monies held in trust for the District expenses. 
21. It is an excellent idea to have a meeting with Constituency Conveners at least once 
a year. This could be held before the fall meetings and before the new Convener 
visits her Branches. 
22. The Director chairs Constituency Conference when Constituency Convener gives her 
report and financial statement. 
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SECRETARY-TREASURER - PROVINCIAL OFFICE 
SEND TO NEW BRANCHES: 
Letter of welcome, 
^ ^ r y Stewart Collect - one for each member and a few extras. 
Monthly report forms. 
Handbook. 
History Book and Supplement. 
A.W.I. Report Book. 
Charter (with names of members at first meeting on back). 
Copies of Home and Country. 
Federated News. 
SEND TO NEW CONSTITUENCY CONVENERS: 
History Book and Supplement. 
Handbook. 
A.W.I. Report Book. 
Copies of Home and Country and Federated News. 






Federated Representatives on Federated Board. 
All Provincial Presidents. 
Supervisor of Girls' Clubs. 
Department of Agriculture. 
Home Economics Departments. 
All others on mailing list. 
LIFE MEMBERS AND MEMBERS-AT-LARGE: 
Receive Home and Country, and at Convention time, Convention information. 
PAST PRESIDENTS: 
Receive same mailing as Constituency Conveners. 
REPORT BOOK: 
Send copies of Report Book to all Branches, Council members, Constituency Conveners, 
cational Conveners, all officers just retiring from office, Past Presidents, Members-
Large, Minister of Agriculture. 
MINUTES: 
Send copies of all minutes to Executive, Directors and F.W.I.C. Area Vice President 
J^ter the minutes have been corrected by the President. 
CONVENTION: 
Six weeks prior to Convention send out voting cards; (one per Branch) and one each to 
Past Presidents, Executive, Directors, Constituency Conveners and Educational Conveners. 
See that Life Membership Book has been brought up to date and also Book of Remembrance 
bv Editor of same. After Convention be sure they are returned to the Archives for safe 
keeping. 
SCHOLARSHIPS: 
Scholarship of $75.00 are paid to each of the Agriculture Colleges: Olds, Vermilion and 
Fairview. Olds and Vermilion in December and Fairview in October at their Color or 
Awards night. 
A.W.I.G.C. Bursary to be presented at Girls' Club Convention. 
ADELAIDE MONTGOMERY MUSICAL AWARD: 
This Award is given at time of Music Festival, usually in April. 
REPORT BOOK: 
pllect all reports for Report Book and attend to having it printed as soon as possible 
er Convention. RECEIPTS: 
Make out receipts for all cash and cheques received. Enter all receipts and disbursements 
on synoptic sheets for Auditors. Deposit monies in Bank. Keep track of investments and 
re-invest with the approval of the Executive. Be sure your signature and that of the 
President or Vice-President are on all cheques issued by A.W.I. Keep supplies on hand at 
all times, pay bills when received. Pay F.W.I.C. and A.C.W.W. dues once a year. Send 
Pennies for Friendship once a year. 
FINANCIAL: 
Prepare financial report for all Executive meetings and financial report and accounts 
payable list for approval at Council meetings. 
TWEEDSMUIR COMPETITION: 
You should arrange for Provincial deadlines, allowing time for judging to be finished 
with ample time to get the winning entries in for the Federated deadline. You should also 
arrange for judges provincially. 
^^^e winners at the Provincial level must be forwarded for further competition at the 
Federated level. Be sure to mail in plenty of time to reach the destination before the 
set deadline. Parcels should be insured. 
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ners' names should be published in Home and Country. 
Arrange with one of the Delegates going to the Federated Convention to pick up and be 
responsible for getting the Tweedsmuir entries back to Alberta. 
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EDUCATIONAL CONVENERS -t PROVINCIAL 
1. The Provincial Educational Convener is a vital part of the A.W.I, organization 
because through your leadership and guidance, knowledge and ideas, the adult 
education of the A.W.I, program is directed. 
2. You act as a link between the Branches and the Executive. 
3. It is your duty to be aware of current topics pertaining to your convenership, 
you can then initiate studies and discussions. 
4. Educational Conveners are appointed by the A.W.I. Council and take office 
immediately following the Provincial Convention. 
5. The Educational Conveners Term of Office is a period of three years. 
6. In the event of a vacancy occurring then the Provincial President shall appoint 
an eligible person to fill the vacancy until the next Provincial Convention. 
The person filling the vacancy will be allowed to serve a regular term if 
she so desires. 
7. Provincial Educational Conveners have a counterpart at the Federated level and 
should endeavour to get in contact with this person and obtain suggestions 
for programming for the year, e.g. what is being done at the Federated level 
in the way of studies. 
8. You will then pass the suggestions received to the Constituency Educational 
Conveners who will in turn contact the Branch Educational Conveners. 
9. You should receive reports from each Constituency Educational Convener and from 
these reports, you are responsible for compiling a report to be submitted to the 
Federated Convener in ample time for her to make her report for the June Board 
Meeting. 
10. It is your responsibility to oufillne the work for the year and to assist where 
possible in carrying our such work. Suggestions from the previous convener 
can be a help. 
11. The reports you received should be summarized, and this summary should be ready 
for insertion in the A.W.I. Report Book. 
12. You give a report at each Provincial Convention. 
13. You prepare a report for the Annual Council Meeting which is usually held in 
January. 
14. You may be asked to assist with the preparation of briefs and submissions to 
Government or other organizations relative to matters concerned with your 
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Convenership. This request will come from the Executive and will be with 
their approval. 
15. You should keep on file material pertinent to your convenership and this 
material may be given to your successor as soon as possible after your 
term of office is completed. 
16. You should keep a file of where material may be obtained, also a list 
of resource material. 
17. Thinkup new ways of presenting reports at the Convention. 
18. Reports on the work you are doing, should be sent to Home & Country in time 
for publication in same. Deadline dates are January 10, April 10, July 10, 
and October 10, of each year. 
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CONSTITUENCY CONVENER 
The Constituency Convener (C.C.) is the link between the District Director (D.D.) 
and the Branches within her Constituency and is the Supervisor over all Constituency 
business, activities and projects. 
The C.C. is elected at the annual Constituency Conference by a majority vote 
of the official delegates. 
The term of office is a period of three years. 
The C.C. shall choose a recording secretary. It is recommended that she be from the 
Convener's home institute. Following the recording of the minutes the C.C. will be 
the custodian of the minute book. 
In case of a C.C. vacancy the Provincial President shall appoint an eligible person 
to fill auch a vacancy - the appointed officer will hold office until the next 
Constituency Conference. 
The newly elected C.C. may take the chair near the close of the Conference at which 
she has been elected, to arrange the fall meeting, etc. 
The retiring C.C. should assist the new C.C. by explaining her duties, offering 
ideas and suggestions, and answering questions. 
Within ten days all files, books, monies, etc. should be turned over to the newly 
elected C.C. The files should contain: 
(a) material pertaining to Constituency projects. 
(b) correspondence relating to Resolutions passed at Conference. 
(c) a list of Branch officers'(Presidents and Secretaries) names and addresses, also 
the names and addresses of the Constituency Educational Conveners. (Be sure all 
Branches have the names of the Constituency Educational Conveners, so they will 
know where to send reports before Conference.) 
(d) a yearly program for each Branch is desirable. 
(e) among the files should be: present and past minute books; Provincial report books; 
past issues of Home and Country, the Federated News and brochures of A.W.I.; 
F.W.I.C. and A.C.W.W. 
(f) a cash book (or in the back of the minute book) containing the Constituency 
Financial Statements. 
CONSTITUENCY FUNDS 
The C.C. must keep the Constituency fund built up. She should estimate her expenditures 
for the ensuing year and the Branches will be levied accordingly. The amount of the 
levy to be decided at the Conference by the C.C. and the Branch Delegates. 
The fund covers: the expenses of the Conference; postage and stationery; the C.C. 
annual visit to the Branches and the C.C. expenses in attending the Constituency and 
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10 KNOW YOUR ORGANIZATION 
(a) learn all you can about its aims, objectives, policies, its Constitution and 
Bylaws and its accomplishments. 
(b) know the structure of A.W.I, and its functions and purposes. (Brochure diagram). 
(c) read the A.W.I, and F.W.I.C. brochures and the A.C.W.W. pamphlets. 
(d) read A.W.I. Report Book - it is a source of information as well as a helpful guide. 
(e) read the condensed versions of the Histories of A.W.I.; F.W.I.C. and A.C.W.W. 
(f) know the present day projects at A.W.I. - F.W.I.C. and A.C.W.W. levels. 
(g) read the Institute publications - Adelaide Hoodless "Woman with a Vision"; 
International Peace Garden; Northern Institutes. These are available from 
National Office, Room 28, 46 Elgin Street, Ottawa,Ontario. KIP 5K6. 
11. Subscribe to and read the quarterly issues of Home & Country (A.W.I.); the Federated 
News (F.W.I.C.) and the Country Women (A.C.W.W.) 
12. Urge 100% subscription in the Branches to Home & Country. 
13. The organization of new Branches is left largely to the C.C. closest to the area 
where the group wishes to be organized. (For procedure refer to the A.W.I. Blue 
Hand Book, pages 7 & 8. 
14. If a workshop is held in conjunction with District Conference and Provincial 
Convention then way is paid out of A.W.I. Grant money. 
DUTIES 
1. Visit each Branch in the Constituency at least once a year to bring the Branch up to 
date on A.W.I, projects and business. (If Branch does not contact you regarding 
your visit, then you contact them as to when it would be most convenient to pay 
your annual visit, and thus fulfill your obligations.) 
2. Spot weak or faltering Branches - visit them. If you hear of one likely to be 
disbanding, arrange a visit to the Branch and encourage it to continue. Contact your 
D.D. and Provincial President who can also encourage them to carry on. 
3. Get to know your Branch Officers well. 
4. Collect and hold all monies for Constituency fund. Each Branch pays Constituency 
dues annually to the C.C. (In some Constituencies, Branches send both the Constituency 
and District dues to the C.C. who in turn send the collected District dues in a lump 
sum to the D.D.) 
Encourage good Branch reports. Forward the Branch reports to the D.D. It is a good 
idea to keep a record of the membership, roll call, donations and projects, as well as 
listing speakers and topics of each Branch, as it will aid you when you are preparing 
your reportfor the District Conference. Some C.C.s compile a brief report each 
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month from the Secretaries' reports and send same to the D.D.rather than mailing 
the Secretaries' reports. 
Keep in touch with your D.D. and contact her if in need of advice. 
7. Attend District Conferences - this is when you are expected to present a report of 
your Branches' membership and activities. 
8. You are a Public Relations Officer for A.W.I. Establish friendly relations among the 
Branches. Have some form of contact with them - it could be by letter, a Fall workshop, 
when possible projects for the year could be planned and the Handicraft List could be 
compiled. Possibly social functions could be arranged, when Branches in the 
Constituency could participate in a Curlerama, Bowling, etc. (Of course this depends 
on whether your Branches are closely located or distant.) 
9. Promote interest in Women's Institutes whenever you have the opportunity. Include 
other than W.I. members in community workshops, seminars, crafts demonstrations and 
displays, special speakers etc. 
10. Be on the alert re: 
(a) persons wishing to become Institute members and are only waiting to be asked, 
e.g. newcomers to the community. 
(b) organizing a new Branch - have the D.D. or an Executive member assist you. 
^tt. Assist the Educational Conveners to establish their work and program. 
12. The C.C. has general supervision of the work of the A.W.I. Girls' Club in her 
Constituency. She will assist in the organization of new clubs in co-operation with 
the Provincial Supervisor of Girls' Clubs. She may apply to Provincial Office for 
funds for organizational work on establishing new Clubs. 
13. Keep a good record (minutes) of Constituency activities and accomplishments as they 
will soon be History. 
14. The C.C. must hold a Constituency Conference annually. 
15. Publicize newsworthy items in the local paper so that the public will be aware of the 
Institute's achievements and activities. 
CONSTITUENCY CONVENERS BRANCH VISIT 
1. Be prepared to speak 15 - 20 minutes. 
2. Speak on W.I. work. Choose a caption that will arouse interest of listeners. Hold 
their attention through the use of posters, pictures, pamphlets. 
-19-
3. Following is a list of topics on which you as a Convener could speak: 
The structure of A.W.I, from Branch level to World level; W.I. projects at all levels 
(A.W.I., F.W.I.C. and A.C.W.W.); Publicity and Publications at all levels; Famous 
women in the W.I. movement; Tell briefly the History of A.W.I.; Outline the 
Competitions at each level and urge participation in the same. 
4. Be prepared to conduct "Election of Officers" if visiting a Branch at the time of the 
annual meeting. 
CONSTITUENCY CONFERENCE 
The C.C. must hold a Conference annually. The date of the Conference is set by the C.C. 
in consultation with the D.D. If the Provincial President intends to make her visit to 
the Constituency Conference, she should be consulted before the date is definitly set. 
In any case the President should be given the opportunity to check the dates before they 
are finalized. In case a date conflicts with another commitment of hers, the date may be 
changed. 
1. Send questionaire to Branches for suggestions as to what they would like to include, 
or hold a Representative meeting to plan Constituency Conference. 
2. Be sure to contact the District Home Economist re: judging wel in advance of the 
day when the crafts are to be judged. 
3. Choose theme for the Conference and plan program around chosen theme. 
Try new methods of reporting for Educational Conveners, such as panel form, posters, 
etc. Have Conveners list suggested topics for study for the next year along with 
sources of reference material. 
5. Plan and have printed a program for the day and have an audited Financial Statement 
ready, have notification of the date sent to Branches well ahead. 
6. Guest speakers should speak on topics of special interest to W.I.members. 
7. Don't overload program - be sure to allow time for business, a question and answer 
period, viewing of displays and entertainment. 
8. Allow time for the Director to speak and also the Executive Officer attending. 
9. The D.D. chairs the Conference when the C.C. gives her Constituency Report and 
Financial Statement. 
10. Publicize the Conference before and after. Be sure to state that any visitors are 
most welcome. 
11. To expedite elections appoint a nominating committee ahead of the Conference. 
(Quite often it is an advantage to have the D.D. chair the nominations.) Be sure 
everyone knows which offices are vacant. It is desirable to have all Branches 
represented in some capacity. 
Appoint a hostess for the day. 
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RE SOLUTIONS 
It is the duty of the C.C. to see that all resolutions passed are sent to the 
Provincial President and Provincial Secretary well in advance of Convention. A copy 
should also be sent to the Department related to the resolution. If the Constituency 
wishes the Provincial Convention to support the resolution, send a copy of the 
resolution to the Chairman of the Resolution Committee. Be sure the resolutions 
are properly signed. (All resolutions presented to the Contituency Conference must 
be signed by the President and Secretary of two Branches.) Resolutions presented to 
the Provincial Convention must be signed by two Branches or by a Constituency 
Conference. 
Stress the need for Educational Conveners to prepare two reports for the Conference 
- one is kept on file by the C.C. while the other is to be mailed to the respective 
Educational Convener at Provincial level.- It is from these reports that the 
Provincial Conveners prepare their annual report for the Council meeting , as well as 
for the Report Book. 
When Branches within a Constituency have an anniversary it is the Branch that makes 
all the arrangements re: writing to the Provincial Secretary for the anniversary 
scroll; the program; the invitations etc. The Branch is then responsible for the 
writeup in Home & Country. The only obligation of the C.C.is to attend the 
celebration, if invited, make a small presentation on behalf of the Constituency if 
the Constituency so desires; bring greetings on behalf of the Constituency and make 
the presentation of the scroll, if she is the most senior officer present. If a 
Constituency is celebrating an anniversary, then it is the duty of the C.C. to make 
the arrangements and write for the scroll and see that the writeup is sent to the 
Editor of Home & Country. 
Start and finish your Conference on time. 
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HANDICRAFT CONVENER - PROVINCIAL 
The Handicraft Convener is appointed by the Executive for a term of three years. 
IES: 
prepare the handicraft list for a three year period as soon as possible after taking 
office following appointment. May engage help from the Executive and the office of the 
Home Economist. 
SPECIAL COMPETITIONS: 
The J. & P. Coates sponsor a special competition and if they are willing to do this again 
then the rules should be drawn up (they are generally much the same from year to year) 
but the dates for deadlines must be changed. 
Any other special competitions would receive the same treatment and publicity. 
You are responsible for quarterly reports for Home & Country. This is a good way to keep 
members informed of deadlines as they approach from time to time, publications that may 
be helpful, etc. Also a good way to stress the need for all articles to be tagged. The 
tags are obtainable from the office. These are not for use at Branch or Constituency level 
CONVENTION: 
Arrange for a mailing address for handicraft coming to Convention. It is best to have 
one right at the site of the Convention as the parcels are sometimes large. Deadlines for 
^ ^ c e l s must be set and adhered to. Allowance may be made for those who wish to deliver 
their handicraft personally. All articles must be tagged. 
Arrange well in advance for your judges, as they are busy people. When you know 
approximately how may articles you expect, advise the judges, so they will be able to 
come with the necessary number of judges for the task at hand. 
Arrange for help in opening with preference given to some who are close at hand. You also 
require some help for tabulating accurately the articles as they are judged. Also help for 
putting up the final display. This is a big job and requires a few days, both before judging 
and a day after to dismantle. 
Handicraft articles have to be collected by a delegate from each Branch and before leaving 
with these articles, the Convener should, if possible, check if they have the proper 
articles. 
A list of winners, and winners in special events, should go to Home & Country and must 
be ready for whenever the presentations are being made. 
\ suggestion box in the handicraft room sometimes results in some changes the members wish 
^ ^ h a v e in the list, and sometimes contain other good ideas. 
The Department of Home Economics like to have slides taken of the J & P Coates Competition 
They will arrange for a photographer. 
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TWEEDSMUIR COMPETITION: 
Your only duty here is to try and promote the Competition so that Alberta will have 
_some entries. Rules for this Competition are sent to each Branch. These must be 
Idged at the Provincial level. 
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She is appointed by the A.W.I. President, upon approval by Council, for a three 
year term. 
She should be a member of Alberta Women's Institute. 
Each Supervisor chooses her own assistant keeping in mind these things: 
One who is close enough to help. 
One who is diplomatic and willing to work with young girls and she should encourage 
them in their efforts. She should also be a member of A.W.I. 
(a) Deposit and keep an accurate account of all monies sent to the A.W.I. Girls' 
Club Provincial Fund. 
(b) Prepare a Treasurer's report to present to the Convention. 
(a) Upon receipt of request for information re: forming a new Club, send out a kit 
and an application form. 
(b) Send all applications (for Club formations) immediately to the A.W.I. Provincial 
President for signing. 
Upon approval, a Club kit should be sent to the new Club. This kit to contain: 
1 cashbook, 1 minute book (scribbler) 2 guide books (one for Club Supervisor, 1 for 
Club Secretary), 2 copies of current Convention report, 2 constitution and bylaws, 
2 guides to A.W.I. Girls' Clubs, 1 flag, 1 sample membership card, 1 sample A.W.I.G.C. 
seal, 1 secretary report form pad, 1 History and Supplement of A.W.I., 1 handbook and 
Charter. 
The Provincial Supervisor to be responsible for arranging Convention program. She 
should consult the College as early as possible in the New Year to have satisfactory 
dates arranged. 
A Convention report should be compiled and printed as soon as possible after 
Convention. Retiring Supervisor to be responsible for reporting her last Convention. 
In-coming Supervisor to be responsible for August Newsletter and Preface of 
Convention report. 
Supervisor should send a Newsletter to the Clubs at least six times a year to keep 
in touch and inform them of any changes in the program. 
All books, correspondence and finances should be turned over to the new Supervisor 
within ten days, if at all possible. No monies solicited except with permission of 
A.W.I. Council. 
The Supervisor should at all times try to encourage new Clubs and to be on the 
lookout for someone to take her place when her term of office expires. 
PROVINCIAL ALBERTA WOMEN'S INSTITUTE GIRLS' CLUB SUPERVISOR 
-24-
13. Should Club Charter be lost or destroyed by fire, duplicate may be received by 
applying to Provincial A.W.I.G.C. Supervisor. 
}. Money grant to be applied for to the Alberta Women's Institute Council each year, 
before the Council meeting in January. 
15. Receive and answer all correspondence pertaining to A.W.I. Girls' Club work. 
16. TRAVEL EXCHANGE: 
(a) The Supervisor keeps an account of all monies mailed to the Fund. 
(b) Arrange for Senior girls to travel to other Clubs. 
(c) The travel fare is paid for each girl plus $5.00 spending money. 
17. Prepare a report of her year's work to be presented at the A.W.I. Provincial 
Convention and to be included in the A.W.I. Report Book. 
18. Compile a report of the A.W.I. Girls' Club activities and mail same to A.W.I. 
Secretary by January 15th prior to Council meeting held annually the latter part 
of January. At the same time it is customary to make application for the annual grant. 
19. Prepare a report of A.W.I. Girls' Club activities for publication in Home & Country, 
this to be in the hands of the Editor by the deadline dates of July 10th, October 10th, 
January 10th and April 10th. 
News letters to A.W.I. Girls' Clubs to be mailed out approximately September, 
November, April and June. The September newsletter to include Conference evaluation 
form and Club form, the April newsletter to include A.W.I. Girls' Club Travel Fund 
application form and Convention Report forms. 
21. Attend Provincial Workshop for Supervisors and Conveners and also attend the A.W.I. 
Convention at A.W.I, expense. 
22. A.W.I. Girls' Club Report Book to be compiled and printed by the Supervisor 
following the Convention. 
To include: 
(a) Index 
(b) Provincial Supervisor's letter (Incoming Provincial Supervisor). 
(c) List A.W.I. Girls' Club Officers. 
(d) Condensed minutes of Supervisors' meetings. 
(e) Minutes of Girls' Club Convention. 
(f) Poetry and Short Story winners. (Possibly Art winners could be mentioned here 
too, also the winning Secretary). 
(g) Humor report. 
(h) Financial statement. 
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A.W.I. GIRLS' CLUB CONVENTION: 
This is usually held first week of July. 
Write in September and make arrangements for accommodation. 
In February contact Miss S. Myers re: Instructors for the three day Convention 
(Home Economics Department of Agriculture). 
Write Alberta Wheat Pool re: supplies. 
Arrange to have art, short stories, poetry and secretaries' reports judged. 
Arrange to have a Provincial Executive Officer to bring greetings and possibly 
to speak during the Convention or following the banquet. 
Handicraft cards. 
Prepare four year certificates for Supervisors to be presented at banquet. 
For more detailed information re: A.W.I. Girls' Club refer to the "Giude Book" 
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Two or three meetings are held during the year. 
A.W.I. "AFFILIATIONS AND REPRESENTATIONS" 
ASSOCIATED COUNTRYWOMEN OF THE WORLD: 
^ ^ W . I . pays an affiliation fee to A.C.W.W. 
^ ( P v.I. is a Constituent Society of A.C.W.W. 
A.W.I, is entitled to the following at the A.C.W.W. Conference: 
(a) Five voting delegates. 
(b) One non-voting delegate. 
(c) Eight accredited visitors. 
(d) Contributing- and Life members have the opportunity to attend, if there are enough 
seats available at the A.C.W.W. Conference. 
(e) A.C.W.W. Conference is held once every three years. 
(f) A.W.I, pays the Area Vice President $25.00 annually to help cover her expenses. 
FEDERATED WOMEN'S INSTITUTES OF CANADA: 
A.W.I, pays $1.00 per member per year to be affiliated with F.W.I.C. 
A.W.I, has two members on the Federated Board. 
(a) One is the Senior Board member who is the President of A.W.I. 
(b) One is the Junior Board member who is appointed by A.W.I. - it is usually the 
First Vice-President. 
A.W.I, pays towards the upkeep of the "Peace Gardens". 
^ ^ ^ ' . ' . 1 . supports Federated projects. 
A.W.I, is entitled to ten voting delegates at the Federated Convention, and a certain 
number of visitors allotted per Provincial unit. 
There is a Federated Convention every three years. 
AFFILIATIONS AND REPRESENTATIONS: 
COUNCIL ON AGING: 
A.W.I, pays the organizational membership fee of $15.00, as well as the Representatives' 
expenses when attending meetings. 
CONTINUING EDUCATION: 
A.W.I, pays an organizational membership of $80.00 per year, as well as the expenses 
of the Representative attending. The logical Representative is the Educational Convener 
of Education and Cultural Activities. 
ADVANCED EDUCATION: 
(1) AGRICULTURE EDUCATION AND RURAL EXTENSION ADVISORY COMMITTEE: 
The A.W.I. President is the Representative and her expenses are paid by the Committee. 
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(2) ADVISORY COMMITTEE STUDENT AFFAIRS: 
The A.W.I. Representative is appointed by the Minister of Advanced Education 
and her expenses are paid by them. 
(3) ENVIRONMENTAL CONSERVATION AUTHORITY: 
A.W.I, appoints a Representative and her expenses are paid by E.C.A. 
